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Memorandum tos All Assistant Directors

Froms . Dirceter of Training

qub ~ct* TR(G) Training Courses and Programs

1, Following the infermal talk given recently o
! .

+the DO/I and bis Staff on the orgonization, courses and

programé of the Office of Training (Gereral), I was
asked tm provide a summary of the present and proposed
coursecs (f TR(G) »

2» Thv uumm1ry attnchbd is for your current informa=-

tione It will be uup‘z seded by o TR{G) Tr11h1ng Bulletin,

3.\Por HH%HLT'WﬁbIm1ﬂQp’Q1L|D trnplmrc 0T

|

and programs of PR(U) pleass contact Chief, Plans and

Policy é‘b'l.ff, TR(G) , _ phene 3531,

h, Cop:f ‘f the summary ~f ccurses are furnishod

1

'her“w1th for dlstributjcn within your orpanization,

|

Matthew Baird

D‘rect*r of Training

! ]IJM?B‘-O‘G3QAOOVOZOO:1 40001 -9

25X1A

25X1A
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INDQCTRINATION L

Purpose of Course: To give all incoming personnel an appreciation of the mission,
Punchions and orgenization of CIA and its rclatlonship to other povermmentnl v
agencice in the national sccurity structure,

Descrintion of Course: Lectures on the mission, functions snd erganization of
Tl and i1%s relationshin to other governmenbal agencies in the natlonal sneourity
structures,

Length of Coursc: 3 hours

Offcred: Weekly

Date of First Courses Novembor 1951

Number Attending Thru Moy 1962: 2621 (ibevt L30 per month)

a
Stotus: Thju course will be contimued as part of the FOD procedure for
Tncoming personnel in order to acqguainb tHom with Clh,

7

ORTENTATION /
Purpose of Course: To broaden thw ECOPE and comprehensivencss of the informavion
of Aﬁencynparsonnﬁl with respect to the intclligence process end the goveramental
intelligence community,
Deseription of Course: Lechturns by the Direchtor of C1%, his Denutics, celected
Kédistanf Directors, variouu Lgency oxperts and ons or more proainent governmental
officials at or near the cabinet level,
Length of Courser Fonr % days
Qffcreds  Quarterly
Date of First Coursc: February 1951
Nugter Attending Thrw May 19F2: 2179 (I-;botlt.pc;r quarier) 25X1A

‘ :

Status: Seventh Orieatation Course to be presented in July of 1952,

- | \_ sE ORlE T
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“UﬁCLASSIFIED TRAIN*ﬁG “GROUP A (UTG/A) GENERAL

Purnosc of Course: To prov1db mb\n_nyful tr&:n1ng for new professionnl perconnel
d on o prov. ulonwlly clcarhd basis.
\ g .
Des 1.p‘b1 on of Course: ncl :gsified 1&,oturus in Inte 111 gence, International
elaticns “nanﬁbnuzul Administration. The Reading Improvxmpnt Course is ruguired,
Each tlilnbu pr(pur»s an area utudy rvpo;t.

Length of Coq+ 8123 6 ﬁc cks

o, I
Offered: fvery 3 wecks
ST vy i i

Date of First Couwrpe: May 1951
* ™

Numbe r Traincos hru sz 1952: 235 (nbout 20 per month)

Status: With p: L)Ohnyl policy in cffoet that personncl will be EOD!d on o pro=
visicnally cleared basis only if their seivicd#sz would otherwisc be lost to the
Agency, the enrollment in UTG/A Generzl is expacted to drop offs Treining will
be conducted on an individual bagis, with release contingent upon the complotion
of security action, '

v

UNCLASSIFLED TIULNW(; uRnUP A (UTG i) RUSSLAL

Purpose of Coursc: ‘io provide Russizi lunguage trai ninb for now nroig581(n°l per-
gonncy EOD!J om o provisionally e¢leired basis whon such training is requested by
the respectivu Offices to which such personuel are slotted.

1 o i
Description of Courset Russicn langunge troining with emphasis on reading
COMPETLNCS, ‘

Length of Cotrs 8 woeks
“l

Ofio;t\d Tive ry h vcoLs

D@te of FAfSt Courbp: May 1051

|
Numbxl Tr*Lue 5 11ru M;l‘l9£§: 185 (ibout 10 per montn)

Status: ltw pLr sonncl nol*cv in kfl“bt that per onn«l will bo HOD'd on a pro=

‘ GIulOnL]J} clearcd bagls only if thelr servicos would otherwise be lost to the
Agency, the enrollment in UNG/i Russian is cxpected to drop offe But some of the
Officus of the Agency, particularly ORR and 08I, are detniling on-duty personncl

& D attend the course since it has becn shown to be veluzble to them becaunse of the

urform( ce of f‘orma,r trainees now in their Offices.
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_pASIC INTE ELLI0ENCE COUNSE, CIA INTELLIGENCE SCHOOL —

rpose of Course: To provide basic training for outstanding new professional
pprsnnnﬁfwrecruliéd by OTR, and therefore, to acquaint them with the field of
intelligence and to relate their fiezlds of competence to the field of intelligence
so thkat they nay Legin to apply their knowledge and skills ss professional
intelligence officers, This original purpose has teen expanded Lu ruclv ie new.
inconing Junimr profescional norswnno] of the non-covert Offices of the Agency,

Descr;gtlon of Conren' Lectures on the conflict for world power which is the
tackrroniil [or arn unﬂpr standing of the field of intelligence; lectures on the role
of 1ntalli~rnco in support of the national security: lectures on the governmental
intelligerce community itself, its mfm?or‘ and their recepective missions and
functions; lectures on the intelligence process, ita nature and the prollems
peculiar to it, A selected biblicgraphy in the =lds of intelligence and

internabional relstions ie required reading, The Reading Improvement Course is
required, ‘
Length of Coursc: The first three courses were 1) weeks lonpg, The fourth course,

beglnﬁJnv 16 Jﬁiy, to which new junior nrofessional pcrsonnul will bo detailed,
will be 6 wecks long.

&
Offercd: The long courge was oiferad 3 timee yearly. The pre
be offered ui~monbh1y.

sent course will

Date of First Course: July 1951
—— it

‘Iﬂhber Trainces Thru May 1052: 65

Status: Thirty-tour trainecs ave in vrocess {or the Basic Intelligence Course
beginning 16 July., It is expected tlat the earcllment will increase considerably
(50 or mors per month), The langnare roquirenent (of the Tirst 3 courses) has
been dropped. Therefore, the substantive awaterial presonted in the present course
will be as great as vefore, Languspe broining, where noeded, will be undertaken
at a later date, and at the specific request of the hpQrPOJJHg Orfice,

READLNG TMPROVEMENT CQUESE v ‘

Purposc of Gourge: 'To dncrcase the readirg speed and reading comprehsnsion of
selcctod Agency porsonnel,

DCuLTl)p;?Q of &ggrc< Accilerated reading practice using a Reading Accelerator
L

Bnd difib retonbion exerciscs using a Tachlstoscope, Reading training filme are
- shown,

Length of Courqu: One hour a day for 6 weeks

foﬂrud: Every & wgc%s fgr on-duty voersomel, Othor courses given to personnel
in UTG/A General and in the Basic Intelligone: Course,

Date of First Cuur:p: May 19F1

‘ iﬁber Tr'lnv(s “hrl May 1952: L7l Tobal (&bout LO per month) --

17 onmduuy pcrsonnol -?ﬁrprofwbulo al trainces; 235 ULr/h Guneral personnel
Status: Plans underway for expansion of thoe Beading Lab, in order to take care of
Incent nAppum&edzﬁbsrsReiea"se»rmeﬂyl@?lﬁ&.lmm -RDP78 ﬂﬁz&lOAﬂOQﬁQQid@ﬁQh&
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Securdty Informetion
HWJAGE TRAINING CENTER

Purpese:  To provide language training for Agency personnel who should nol be

- sent outeide the Agency for sceurity reasons, or who require rofreshs

maintenance self-study,

Description of Training: The following boginning courses are offered:

German - 3 sections
Prench

Italisn

Russian

Spanish

Advanced tralning in language is previded in the
laboratory by drill work and self-study, using tape recorders. &:1f-study courses
are being carried on in Ruseisn, Germon, French, Spanish, Ttalimi, Slovak, Dutch,
Danich, Japanese, Bovean, and Chinesc, Lanruage Lglorafory open D700 to 2000
weekdays, 4

Number Trainces Thru May 1952: 0L (Atout 35 per month)
' ‘ Atout 300 etudent hours per weck are sponb in
the Languag. Laboratory,

tus: The Language Training Center bepan operation in March 1052, It
expcctc: that the number of personnel us Lng the center and the murber of courses
offered will increase as instructors and btraining materisls are ovailable,

EXTERNAL LANGUACGE TRAINING

Purpose: To provide lanpuage training, hasic and advanced, Tor sulected Agency
personn: l, who may be sent out of the Agrncy. Since the cetebliniment of the
Language ml&lnlug Gerter in the Agency, personnel will Lo given jfanguapge training
at externsl facilitics when the courses are nob availsble in the Agency or when
a more convenient scheduling of courses is available outside,

Descrivtions At bvorﬂ\town and FSI tr11n1ng is provided in some 1% languapges
Inciuding Persian, . PﬂLlC, and Swedis Agency personnel may Vo sent, when
adviu¢llc, to Yele, California, Army Language School, ete,

Extcernal Langquo frainine Approvals Thru May 1952: 22l tobal® (About 20 per mo, )
123 Ceorgetown; L0 1SI; B2 Oth rs
|
# These approximate figuies do not include Puscian lanpnaﬁ@
Georgetown to UTG/A (Russion) personnel ard Professional |
three Basice Intgll1pancc Luarawu, CIA Intelligence School,

4

"’ ) S E C RET
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%RA-AGENCY SUMMER AREA PROGRAM

. ;
Purpose of Program: To improve and bring up to date area knowledge already ac-
quired oy‘Ageuc personnel, to introduce Agency personncl to an sres with which
they are not fimlll&r, and to strengthen contacts between the Agency and scholars
engagsd in rescarch on problems of Lntbrest to the Agency.

Deseription of Progrdm' A mmber of university professors are being brought into
the Aor1cy in order to conduct area training in the following three fields: South
East Asiz, the Soviet Union and Rastern Burgpe. FPach professor is competent in one
or more of the fu‘lds of economdcs, political se¢ience, anthropolozy, seogranhy,
history, and sociology, in ong of tno four aceas Fach professor is belng brought
into the Agency as a cleared consultant and an drua gpecialist, and will be avail-
able to the division chiefs as a congultant on any problem which may appropriately
be referred to him,

Length of Program: Two-hour seminars “aﬂly fcr u;ﬂhf wecks, hegnnnlng 7 July 1952,

Number Tranneec to Attcri 1952: Approximaiely 9J trainees from seven Offices.,

4
Stdtu It is expeeted that the Offices will find thisprogram so valuable that it
WL 3@ continued on a yearly basis.

SUMMER SEMINAR ON THE NEAR EAST

Purpo::h of Course: To prOV1du an opportunity for selected Agency personncl to
study Tr Their sotting the political, historical, cconomic, social and cultural
nstitutions of the Near East,

25X1C

Description of Course: Two weeks in Washington for pre-area briciing by FSI.
Eight weeks of rosidence atb the _ including lectures
and seminars on the history, geogranhy, geopoliti aud conbemporary problems of
the Near Bact, and local field trips within the
Three wecks of ficld trips to capitol and major citics of most oif the countries g
the Near Bast, including visits to and briefings at the U, S. embussies and legéi X1C
tions in the area.

Length of Coursc: 13 wecks

Offcg&ﬁ: Yearly

Nambey Truinees 1951: 1k

Agency Onota: 16 for 1952 -- assigned by FSI

Number Trainees to Atend 19523 16

‘ ?gtu It is expected that the Agency will paxttc1patb in this program on a
ntinuing basis.
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Purpose of Courge: To train personnel so that they will understand the Soviet
Union, 1%s mwopie and its lanpuage, and when placed in positions of rssponsi-
bility will have suffiecient backg round to make sount decisions and estinstes
copcerning the capabilities, l1m1td fons, and potential of the Sovist Union and

ite satellites,

Deseriptioa of Copvwf' Intensive training conducted in the Russian Langunree,
Lecturas, discvssione and seminars on the military, economic, and political
tructur. of the Soviet Unign and its Buropean satellites, Advanced Ruscian
language training, Tield trips to local points of interest, Special projscts
prepared by each trainse,

Length of Cours«:.e: 18 months beginning September 1Qf‘2 _ 25)(1C

Agency Quoto: 3 as¢1gncd by the Department of the Army

Number Trainees to Attond 1952: 3

Status: It is expected that the Agency will have three slobe for the 19¢3
courue, and that sclected Agency personnel will purticipate on a contimiing tasis,

USUN‘IER WORKSHOP OF: ISRARL

Purpgse of Cou et To provide an opportunity for selected personnel to study
1n thelr sctiing the poli tical, eccromie, educational, sociul, and cultural
institutions of the state of lsracl,

Description of Course: Lectures and seminars on the politice, cconamy, and
culture of Lsracil,  Field trips to local roints of intorest tu sive the trainces
firsthand knowledge of the apriculbural and indusbrial growbh off Leracl L, as ?}é

as an understanding of its historical and archeclo~ical sisnificance, Course X1A
sponsored by the New York University Workshop, conducted by the Division of

Hebrew Culture and the Consulate Ccperal of Isracl in New York, T

Length of Courge: & weeks beginning July 1952 st the Katznelson Institute, Israel

Munber Trainces :gg Atbend 1952: 1.

Statvs: It mey be expected trat in future years other Agency nersonnel will
attend thlc courcse,

SECRU®T
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EIGN ERVICE lNSTITUT LANGIAGE AND AREA PROCRAM

Purpose of Pr'ogn'lm- To train se lf‘Cf',td personne | from CIA, Sbate >y and obther
goverunental a; agencies in an intensive language-srca progrom designed to produce
area experts,

Descrwrtﬂon of Progr1m° This _profram is in the plaming stage wilth OTR and FST
acting Jointly. An ST task force has preduced o plan for a lenpuage-arca
progrom on the Near qub, This program hs 1 circulated ﬂmong the interested
Offices of the Agency, and each Office concerved is now planning ibts long-range
requirements for lenpnage-area competence on the Neer Bast, The W&. program
concigts of one year of basic language und arca study in Washingbon, and one year
in advanced langunge and arca study at a field training station of 8T in the
Near East, The ¥SI proyrsm is flexible cnough so that shorter tours of duty may
be arranged,

Agency Quota for 1953: 12 slots for the Hear Bast PIOCTAI,

Status: Similar proprams for South Asia, Ter Fast, Eorasia and 3 .stern Enrope
will Lo planned as ranidly as staffe canie ,tvemtlnd and $icld 1nSbAL1 tions set
up. Ambrssador Bowlrs hag indicubed greeb inberest in the South 4sia Profram,

It is plamned thab it be sob up concvrrently with the Near Best program, beginning
March 1953, It is expacted that Agency interest in these programs will be great
ii’ Agency nnpport to FET will be accomplished,

- o  SECRET

‘.9 - ? : - m8m

Approved For Release 2001/03/03 : CIA-RDP78-06370A000200140001-9




25X1A

o

. Approved For Relbwde 2001408/03:: 1CIA-RDP78-06%4A000200140001-9

Security Informsition

-

MILITARY TRAINEES 0CS

Purpose of P;alninp° To instill basic service disciplines in selected Agoncy
N

perconnel and to provide for them actlvu-duty military training apprepriaie o
thc1 expericnee and prospective intelligonce carcers,

Dcscrlrtlon of Tr 1n1gg Limited numbers of draft eligible mide perconnel are

pleccd 1nto one of the four services for bagic Lr41n1ng, officer candidzte train-
ing, commissioning, and such other military training ss the Lgency moy roquest

and the gorvice concerned is able to provide. Upon completion of trazining, the
individval returns to the Agency jn anoactive-duty military crpacity o8 one of
the regular service quota to the fgency until he has dischargsd his active-duty
obligntion, He then reverts to civ 11L¢n Agency status, with or without = reserve
commission,

Lgency Quotar Total 150 (The date of ngreemont with coch service varies.
September 1951 is nean date,)

57 hrmy; 50 Adr Torcey L3 Navy (iacludes 7 Marine slots)
5

Number Trainees Thru May 1952: 19 Total

T Army; 7 Novys; 3 Adr Force; 2 Marincs
3 3 k

‘ 'qtatu°- It is expected that as ontstanding personnel are recrulted, the Agency

sta will be filled out,

DEPARTMENT OF DFFulSE SCUOOLS

-

Purpose o? Training: To provide training for selcocted Agency par;onnel at various
Defense Schools so that they will have o better understanding of the intclligence,
command and stalff functions of the services, and thercby promote closer coordine
ation between the fAgency and the scrvices,

Doscription of Training: Atbendance at one of the Tollowing:

National War College - 3 Maval Intelligence School - 1
Industrial bollfpp of the Armed Forcss - 1 Strategic Intelligence School - 3
Army War College - 1 Counter Intelligence Corps School-2
haVLl War College - 1 _ Lrmed Forces Staff College - 1

Adr War College - 1 , .
Associnte lnuullmgeuce Coursc, 4ir Command znd Staff School - 1

Aegency Quota: 15 total per class, (Breazkdown of guota above, Sec CIA Repgulation

Number Trainees Thru May 1962: 21 total ee

3 Nation=zl Wor College 1 BFaval Wor College

15 Strategic lntcll¢gsnce Schiool 2 daval Intelligence School
Status: This program is ropidly being implomented, Py Septumber of 1952, 13
mor: ﬁgency persomnel will be entered in the sorvice schools ns follows:

3 Nationel War College 1 Naval Intelligence School

1 Industrial Collere of the firmed Forces 3 Strﬂtvgic Int. ’lljg~ncb School
1 Army War College Lsrmed Forces Staf i.

1 NApproved For Release 2001/03/03 : CIA- RlE’sZB-LOGémAQDLQ%OQc‘l 0691L-9,
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CLERICAL REFHESHER COURSE

Purposc of Course: To provide refresher training in designatcd subjects for on
duty support-cicrical personnul at the request of tha various Officos.

Description of Couzqe' Class@b offered in typing, sborthand, accounting, filing,
Engllsh USAgE, stonotyplng and Agency Office prﬁcticus.

Length 3£ Course: 3 wcoks
Offered: DBvery L wecks

Date of ?irst Course: July 1951

Number Trainecs Thru May 1952: 393 (About 40 per month)

Status: This coursc has been found valuable te the Offices of the Agency and
. be continued and enlarged in rosponse g Office need.

¢

QW JAINING T3 THE PERSONNEL POOL

In Januvary 1952, O/TR took ovcr rusponsibility for treining in the Personnel
Pool for support-clerical persennzl 20D*d on o provisionally cluared baslse. An
unclassified training program in shorthund, typing, offch practicc, bnglish usage,
and geography was established, Much of the training in the Pool was remedial, to
brlng support clerical personnel up to acseptable standards of proficicency in the
various clerical Sklllwa

Now, becausc of a ruczultmant policy directive to the c¢ffcet that only support-
clerical porsonncl mcctlng prescribed Agency standardscaf proficicvncy in typing and
shorthnond will be IwCTUlLbd‘ and because of a modification of the basic objuctive
cof the Pool -- to maintoin a constant rescrve of 200 support-clurical personnel in
order to compensate specdily for clerical atirition in the Agency; the personnel
pool will contain only qualificd persounsl both provisionally and fully cleared.

AlLl of these persomnel will take a training course of at least two weeks
duration, at least part of which will be conductud en & classified basis. And
satisfactory completion of the training program will be necessaay for placoment
within the Agency. At prescat the plamning and implementation of this training
program is under way.

SECWET
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LI’.I;IISTRATI'VE TRAINING PROGRAJ»; PON HDEN ” ZU

Purpose of Program: To provide additional adequately trained professionsl-level
administrative ofTicer personnel Lo meet increasing operationsl re wirements of

17, ‘r L1 . 3 - " E ]
the Agency. Therefore, to provide training for newly recruited porsorncl for this
program snd to provide specialized training for administrative oiticers presently
on duly in order o increase their capacity to perform under the zccoelurated
operational progrum,

H
&
H

. " Approved For.Rellwde 200170363

Il

Status: O/1R, in conjunction with the 0ffice of Orgenization and Manzgement and
the General Scrvices Division, has devised a means for approaching the administra-
tive training problems, At the present time pilans are under way for o soriss of
confersnces led by senior fgency level administestive officers (iewe, the Comp-
troller, the Dircctor of Personncl, the Chiof of Administrative Beevices and the
Chief of Procurement). These conferences will be attunded by the senlor administra-
tive officer for each of the Offices of the Agency, with his budget officer, por-
sonnel officer and supply oificer, The conferences will cxplore those administra-
tive problems which have the most scrious effect upon the adminigtration of the
Agency at the agency level. Such 2 seiics ofy conferences will result in an identifi-
cation of those problens whisch require resoluilon by simple proeedural adjnotments
and those in which treining is required, The Qifice of Trgining will then be in a
position to design and put iuto effect training programs to meet the requirenents
for trairing indicated by thesoe confercnces,

HUMAN RESOURCES PROGRAM

Purposc: To assist personrel with manngement and supervisory resnonsibilitics to
make the best and fullest use of the individuals under their supervision by sselot-
ing such personnel to appraise their own work methods, to comprehend the hwnan
resources under thelr supervision, and to anply the simple, well-tricd concopts of
effective hwnan relstions within the framework of o systematicelly orgunized program,

Status: It is planned that o Human Resources Program be established; to conslst of
Four 1/2 hour group meetings with small groups of supervicors; & 1/2 hour interview
7ith each supervisor, and a follow=-up ons hour group mecting with the supcrvisors
approximately every six weoks for an indefinite period, The progrem will be ingtie
tuted slowly, officc by office, division by divisiony, until the nccessary coverage
1as heen achicved, The group mestings will be conducted by the Chicf, Management
Praining Division, O/TR.
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